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PROCEDURE:

Academic Senate and Faculty Affairs Committee will review and provide feedback on this
procedure every year or as needed.

Faculty members shall:

1. Conduct assigned classes in accordance with the approved master course syllabus and
stipulations of the department. Teach a full-time load of 30-credit hours per academic year.

2. Meet every scheduled class, including the final examination, for the full scheduled number of
minutes. Any changes in meeting place or time should be reported to the Academic Programs
office and the Department Chair prior to the class meeting.

3. Faculty absence from class: Although faculty should make every effort to teach all assigned
classes in a semester, in the event of absence for any reason, the faculty member should contact
Academic Programs office who will post signage if needed. Faculty are responsible for notifying
classes of their absences and should notify their students through the LMS (Learning
Management System). Instructors should also contact their department chair or designee. If the
faculty member is unable to notify their classes, they should let Academic Programs office and
their department chair know, so plans to inform students can be developed.

For short-term absence, the instructor should arrange for alternate teaching strategies, such
as utilizing the LMS, arranging on their own a temporary substitute, utilizing projects,
special presentations, field trips, etc.

For long-term absence, as with prolonged illness, arrangements for a substitute should be
made with the department chair who will notify the CAO or designee. The CAO or designee
will arrange payment for long-term substitutes.

4. Follow the requirements in the ‘Master Syllabi and Course Syllabi Policy and Procedures’. On
the first day of class, provide each student with the Course Syllabus. Course Syllabi must be
posted to the LMS prior to or on the day of the first class meeting.



10.

1.

12.

13.

14.

15.

16.

Utilize the current College course management system. (See Learning Management System
Policy.)

Ensure all course information is available to students no later than the start of the first class
session via the College’s LMS.

Maintain attendance records, including the last day each student attended class. If a student
does not pass a class, the last day attended must be recorded with the final grade by the grade
submission deadline, consistent with College procedures.

Establish, post, and maintain office hours in accordance with the Faculty Office Hours
Procedure.

Assist students through informal academic advising appropriate to the department or division.
Adhere to copyright laws provided on the Library site for the college web portal.

Regularly and routinely check Cecil College email accounts and respond in a timely manner
to emails, including those from the department chair, administrative staff, and students. Cecil
College email must be used for all email communication with students and any college
business.

Participate in the first and second phases of Academic Monitoring. Faculty are strongly

encouraged to participate in the third phase. Access can be found through the Academic
Program page of the college web portal under the Faculty tab.

Administer a final examination or culminating activity during the regularly scheduled final
exam period. (See Final Examination Policy.)

Submit any Incomplete Grade Contracts (see Incomplete Grade Contracts Policy and
Procedure) to the Academic Programs office.

Adhere to “End of Semester Checklist.” (See below.)

Submit materials for faculty performance evaluation, on time, to the appropriate CAO or
designee. (See Faculty Performance Evaluation.)
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Participate with the Faculty Member’s department chair in conducting and completing adjunct
evaluations and the annual department report. When requested, send materials to the
department chair or program coordinator to assist with the compilation of program or
departmental reviews. For example, data for program learning outcomes, information
regarding committee participation, or course revisions.

Submit other materials and forms necessary for the College’s purpose or for the College’s
compliance with outside regulations and/or regulatory bodies.

Prepare and revise necessary master course syllabi, utilizing appropriate textbooks or
additional course materials.

Prepare new master course syllabi and new programs as necessary.

Attend all scheduled and special faculty meetings and meetings of other groups to which
assigned (e.g. division, committees, affinity groups, etc.).

Support College-wide testing and actively encourage students to participate.

Participate in Commencements, other official College ceremonies, and meetings called by the
Department Chair, Dean, Vice President for Academic Programs, or the President.

Serve on faculty and other College committees. After first year of employment, serve on at least
one College committees, task force and/or other groups as approved by the Chief Academic
Officer (CAO) or designee. After the second year of employment, serve on at least two College
committees, task force and/or other groups as approved by the CAO or designee. Approved
committees are currently defined in the faculty contract.

Participate in course assessment and program reports, as needed.

Complete required professional development and mandatory training, as assigned, for
faculty departmental and individual needs.

Support the mission, vision, and values of the College and the policies of the Board of Trustees.

Act in accordance with the letter and spirit of applicable laws, College policies, rules, and
expectations, and the terms of the contract for the current academic year.

Adhere to additional duties as set forth in a faculty member’s contract and/or required by virtue
of the faculty member’s position at the College.

The most recent version of all policies and procedures referenced above, except as otherwise
noted, can be found at the following college web portal path:
my.cecil.edu>Academics>Documents for Faculty.



End of Semester Check List

(0 Submit grades on the college web portal along with date of last attendance or last day of active
online work.

Submit Incomplete Grade Contracts to Administrative Assistants of Academic Programs.
Post grades on the Learning Management System.

Return all media materials/books to the Library

aad



	Title: Duties of Full-Time Teaching Faculty Procedure
	End of Semester Check List



Accessibility Report



		Filename: 

		Duties of Full-Time Teaching Faculty - clean.pdf






		Report created by: 

		Joseph Torre


		Organization: 

		





 [Personal and organization information from the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.



		Needs manual check: 0


		Passed manually: 2


		Failed manually: 0


		Skipped: 1


		Passed: 29


		Failed: 0





Detailed Report



		Document




		Rule Name		Status		Description


		Accessibility permission flag		Passed		Accessibility permission flag must be set


		Image-only PDF		Passed		Document is not image-only PDF


		Tagged PDF		Passed		Document is tagged PDF


		Logical Reading Order		Passed manually		Document structure provides a logical reading order


		Primary language		Passed		Text language is specified


		Title		Passed		Document title is showing in title bar


		Bookmarks		Passed		Bookmarks are present in large documents


		Color contrast		Passed manually		Document has appropriate color contrast


		Page Content




		Rule Name		Status		Description


		Tagged content		Passed		All page content is tagged


		Tagged annotations		Passed		All annotations are tagged


		Tab order		Passed		Tab order is consistent with structure order


		Character encoding		Passed		Reliable character encoding is provided


		Tagged multimedia		Passed		All multimedia objects are tagged


		Screen flicker		Passed		Page will not cause screen flicker


		Scripts		Passed		No inaccessible scripts


		Timed responses		Passed		Page does not require timed responses


		Navigation links		Passed		Navigation links are not repetitive


		Forms




		Rule Name		Status		Description


		Tagged form fields		Passed		All form fields are tagged


		Field descriptions		Passed		All form fields have description


		Alternate Text




		Rule Name		Status		Description


		Figures alternate text		Passed		Figures require alternate text


		Nested alternate text		Passed		Alternate text that will never be read


		Associated with content		Passed		Alternate text must be associated with some content


		Hides annotation		Passed		Alternate text should not hide annotation


		Other elements alternate text		Passed		Other elements that require alternate text


		Tables




		Rule Name		Status		Description


		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot


		TH and TD		Passed		TH and TD must be children of TR


		Headers		Passed		Tables should have headers


		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column


		Summary		Skipped		Tables must have a summary


		Lists




		Rule Name		Status		Description


		List items		Passed		LI must be a child of L


		Lbl and LBody		Passed		Lbl and LBody must be children of LI


		Headings




		Rule Name		Status		Description


		Appropriate nesting		Passed		Appropriate nesting







Back to Top
